CREATING A FULL REQUISITION

(5/2003)

A full requisition must be used if you wish to create a requisition with a line item
that will have multiple accounting cost centers, multiple ship to addresses for the
same line item, or if a line item unit of issue must be done by amount and not
quantity. Otherwise EZ Req may be utilized.

1. Logging On

A PRISM - Logon - Mecrosoft Internet Duplorer provided by The Department of Treasury
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2. Creating a Requisition
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aPR]SM - Requisitions - Microsoft Internet Explorer provided by The Department of Treasury
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L To wiewr or print forms from PRISK, you will need the Adobe Acrobat Reader. If you need the Adobe
Acrobat Reader, click here for a free download
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4. Selecting Requisition Type

/2 PRISM - Requisition - Create - Microsoft Internet Explorer provided by The Department of Treasury = x|
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5. Selecting a Requisition Number

aPR]SM - Requisition - Create - Microsoft Internet Explorer provided by The Department of Treasury
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20000-2003-0PDA-BUDGET (BPD-20000-03-#)
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[&] Done
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6.

2 PRISM - Requisition - Create - Microsoft Internet Explorer provided by The Department of Treasury
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[&] Done

[ |5 4 meernet
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3. Select
your Mask.




7. Main - General
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8. Main — Additional Information
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9. Main — Text. A "Justification" should be added in the “Main:Text” section
under "Footer Text" or “Header Text”, or as an Attachment under “Supporting
Docs” (see page 15 for adding supporting documents).
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Users can use the Attachment/Supporting Document feature for including sole source
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10. Main - Defaults
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File Edt View Favoites Tools Help | >
@ Back ~ ) - [ (2] | ) Search i Favortes @ Media #[0- [5 - ) A~ 1 Chck on
Address [{€] hitps.prsmape. publicdeb. trzas gow psmeloneequisiioyafauls/defauls_fasp « s | Lines >
Defaults”.

Yo

Requisiti dinber: -11000-03- Stage: Requisition Mumber of ltems: 1
equisition
Wersion: | BASE-In Progress = Met View: OF -
" — 2. If you need to alter the Ship To address to
Addtianal nfo User F'ruduclue I

elaborate on the delivery location then please refer

Ton siip To. [FUBLIC DEBT - 718 iu to Appendix 1 at the end of this manual. Otherwise,
—Defaults ark For Edit o, .

e ek P Edd leave the default address as it is.
Hene Qualifier. a

Project

\SIE:SZ:HQ Doss Delivery Date: & oo Days After Award: [3
Form Infa Period of Performance: I 1o I &
Valid
e Setee Accounin code (AT [ A Gamgs | 3. Enter the # of Days
Status History Treasury Symhol | 1] PUBLIC DEBT 13 APPROPRIATED After Award, a Delivery
Notifications Fiscal Vear | L ervams .
Oumership N [ — Date, or the Period of
g::‘j:tz e Cost Cods | Lo manEDrATE OFFICE Performance. ENTER
Object Class | 1] cewEraLsuppLES ONLY ONE OF THE
Reparting Category [00000000 J
LR ARER ot | nrrammT THREE.

€] Dore Y 7|
Be B 00O UIEENEZ S OEH Y DEEE @7 D 42rem
(@ Thomas Northwup...| 37 12100.05 - CD PL.. | %1 ARC - Orace Si.. |@pmsm Defa_ | Vi\Procurementt... | B8] Creating & Full F... | B8] Creating a Full . | Fiday




File Edit ‘iew

Favoiites

Tooks  Help

1. Scroll
down the

Qb= -0 - [ B

Seaich - Favoites @) Media ) |

LR =

A~

Adeless [{E] bitps: /prsmapn. publicdebt tisas. gov/prismeloneequisiion/ detaults/defauls_{ asp

page.

Requisition

Main

General
Additional Infa
Project

Text

Summary
ltems

Wendors
Supporting Docs
Form Infa
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Return to Home
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“Yersion: |BASE-In Progress =

Stage: Requisition
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12.
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13. Items

%} PRISM - Reaquisition - Items - Microsoft Internet Explorer provided by The Department of Treasury
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14. Items - General
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EIEIEDE
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. Requisition Murmber: BFD-11000-03-0006 Itern Nurnber 0001 of 1
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Additional Info Itern Mumber: |1

Ship T Destrintion: [S _
L j<— 1. Fill in the Description,
e Gl Qualifier, Unit of Issue,
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unt Prce Fields.

Arnount

User Praduct Code

2. This is a drop-down box
to allow line items to be
established as dollar or
quantity based.

T
[&] Done — = et 4
s 8 3. Ifyou need to do a PR that is for a service and will D 2P

£™ ot have an associated quantity then please refer to =
Appendix 2 of this manual. In other words, the line
item will merely have a lump dollar amount. This is
called a “by dollars” PR.




15. Items — Ship To

5} PRISM - Ship To/Accounting - Microsoft Intemet Explorer provided by The Department of Treasury
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|

Itern Info ion

General
Additional Info

Ship To

Text

Shin To counting
Summaty Select  Ship TIN Mark For  Quantity Amount  Deliver By

Return

2. Click “Add” to
1. Click add the shipping
“Ship To”. info.

|&] Done 18 @ ntemet 4
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& Thomes Morthwup..| (T (710320 -C0 L. | ] ARC- Oracie Si.. |[ &7 PRISM - Ship... | ) ¥ \Pracucent, .| &) Cicaling a Ful .. | BT] Ciealting aFul ... | | Friday

16. Items — Ship To, Accounting

24 PRISM - Item - Ship To - Detail - Micrasalt Internet Explorer provided by The Department of Treasury
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% Requisition Information
Requisition Murmber: BFD-11000-03-0006 Description: Stuff Quantity: 10
!’ Yersion: BASE Unit Price: $1.00
Amount: $10.00
Click Submit
to save
your data
— Ship To
Ship To [PUBLIC DEET - PRB ‘ﬁj | Mark For Eai| .| . @ .
B Uy == 1. Notice how the “Ship
29 .
Delivary Date & OR Days After Award: [30 « To address, quantity,
pccoumng I8 amount, and days after
award pulled through
submit | _cancel from our defaults.
Change this information
2. Click “Add” to add our as necessary on individual
accounting data. line items.
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Requisition Mumber. BPD-11000-03-0006 Ship To Code: PUBLIC DEBT - PKB Cluantity: 10
x Wersion: BASE Arnount: $10.00

Click Submit
to save
your data

Calculate

Submit
Accounting Information:

Select Accounting Code: _Allas.. AIC Gombo...

Treasury Symbal [BPD0SE0SEIZ V\ | PUBLIC DEBT 03 APPROPRIATED

Fiscal Year 2003 44— 2| BFy 2003

USSGL |EWUUU" J OPERATING EXPENSES

Cost Gode [BPDTT000N L e

Object Class [2611 < J. e

Reporting Category IUDUUUDDU J
AT B_APPR [oat | oeral
Cohart % =
Project [RO00G00K L] Futud
Future 1 [A000000K L] Futud
Future 2 [A000000K L] Futud

Percent: |100
Quantity: |10
Amount: 1000

1. Note how the Treasury Symbol,
Fiscal Year, Cost Code, and Object
Class pulled through from our defaults
menu. HOWEVER, ANY PIECE
OF THIS DATA CAN BE
CHANGED ON AN INDIVIDUAL
LINE ITEM AS NECESSARY.

Cormmitted Arnount: Unobligated

Subject to Availability of funds: [

Calculate Sub| Cancel

2. Click “Submit” when
the information is
complete.

Requigition Mumber, EPD-11000-03-0006 Description: Stuff GQuantity: 10

; Wersion: BASE Unit Price: $1.00
Amount: $10.00

Click Submit
to save
your data Do

Ship To

Ship To: [PUBLIC DEET - PKB Edit]| | mark For Edit] .|
Quantity I"EI Amount IWUUD

Delivery Date & OR Days After Award: [30

Accounting ﬂl ﬂl Delete

Select  Accounting Code

& BPOOSE0SEN3:042003/4610001/8PD1100000/2611/00000000,

Amount  Unawarded

$10.00  $1000

Submit | Cancel

Now

choose “Submit” again.
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ltern Infarmation
Requisition Murmber: BPD-11000-03-0006 Itern Murnber 0001 of 1

Requisition

General

Additional Info
|
Ship To

Text Ship To / Accounting -
Summary Select  Ship To Mark For Quantity Amount Deliver By
Retum L puBLIc EET-PKE 10 $10.00 30 Days After Award

1. If multiple cost centers must be
utilized to fund one line item or if it is
necessary to add a second shipping
location please refer to the manual
titled, “Multiple Shipping Addresses”.

2. Click
“Return”.

Q-0 O i fv -5 x
. rmber 1000-03-0006 Status: In Progress  Murnber of lterns: 1
Requisition o
rsion; HASE Stage: Requisition Total Amount: $10.00
Main Met Wiew: Off Commitment: $10.00
-
Wendors Item Mumber [Descriptipn  Option tem  Status Quantity Amount  Version

Supporting Docs Ttem Active 10 $10.00 BASE

Form Info

e To add a new line item, delete a line item,
Status History copy a line item, or renumber some or all
Motifications . .

Cumerstip of the line items use the blue buttons at the
Mavigator tOp.

Return to Hame




Q-0 1112 v -8 %
% e n tion
Requisition Number. BPD-11000-03-0008 Status: In Progress  Mumber of ltems: 1
Requisition
Wersion: BASE Stage: Requisition Total Amount: §10.00
Main Met View: Of Commitment: $10.00
“endars Select Item Number Description Option tem  Status Quantity Amount  Version
Sup [ }] oQoL Stuff Item Active n $10.00 BAZE
Formn I
“alidation
Route Histo
Status Histor 1. To edit a line item, you may

Motifications

click on the number itself or on the
“Edit” button in blue at the top.

Cwnership

Mavigator

Return to Home

2. Click
“Vendors”.

1. Adding a suggested vendor is
22. S ted Vend )
M not required. Add a vendor as & - o <

\% necessary, if you would like to

Requisition qu\smon Murnber: BPD-11000-03-00 recommend a Vendor Or Vendors

. Vst BASE to the Buyer for use when

e : soliciting quotes. -' :
Selgct Code Hame Phone

Supporting Docs

Form Info . . .

Valcatons 2. When you are adding a vendor that is in the database of
e e previously used vendors, you may click “Add”. To add a

atus History . . .

Hatistions vendor from new, skip to print screen 25 of this manual.
Ownership

Mavigator

Return to Hame
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Fis Edt Wisw Faveitss Tooks  Help
@bk - o - ¢ 2] o Search -« Favoites o8 Meda ) | - L 5 - [ A~
Address |g‘| hitps:/Aprsmapp publicdett heas. gov/prismelone/requisiion/ selecthequendorvendor_f.asp = B ca |Links »
Cancel
Max R ults per Page: |10 =
Caontact Name .
Code Contact Phone Contact Mame Contact Phone DUNS Address 1 Address 2 Address3 Address4 City
000000\ DU EN ATTY AT LAW 39505 WOODWARD AVE STE 1000 BLO
000000 Address 1 INSIY ATTY AT LAW 201 W THIRTEEN MILE ROAD WAL
000061 ig;’*ﬁsg ONGRESS O000E192 LIBRARY OF CONGRESS WA
0009 oo 2 RENCING SERVICES PO BOX 101343 AT
001125 city ECORDER 100 SIMPLEX DRIVE WWEE
1161 State NG 1 ELMCROFT RD STAl
0210624 HOWE FURNITURE COMPANY 9357 DIELMAN INDUSTRIAL DR S
001507244 F L SMITHE MAGHINE GO ING 595 OLD ROUTE 220 NORTH DUN
01519230 NATL STARCH AND CHEMICAL GO 10 FINDERNE AYE BRIC
OOMS19246 JOHN WILEY & SHNS NG 111 RIVER STREET HOR
Mest Page 1 of 10 (Too\many results: Only 100 retrieved. Use Search options to limit results.)
Use the dropdown box to
change the search criteria to
13 2
Name”.
al | b
|&] Dane 18 @ ntemet 4

dsal (3 @GO L D EENEDSHE D E W

@ Thomas Northiup - Inbex .| (57 [11]00:48 -CO Player |[#7 PRISM - Vendor - Se._

24.

| Creating a Full Reguisiton...
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2 PRISM - Vendor - Selection - Microsoft Intemet Explorer provided by The Department of Treasury

File Edt Wiew Favoites Tooks Help

@Back v ) - %] 7] o - Seach ' Favoites @ Meda & | - L 3 -

A~

Adhess [{E] hitps: fprsmapp! . publicdebt treas. gov/prismelone equisiiondseleot fregvandor vendor_f.asp

BN

Search: |Mame =| Far: [verizan
Max Results: | 100 =] Results p+age. 0=

Cancel

A

Code Hame

12767143% VERIZON CALIFORN,
070091223 YERIZON COMM NE'
178041406 VERIZON FEDERAL IMC
149795751 VERIZON FLORIDA IN
847073335 YERIZON NETWORK INTEGRATION
070047274 WERIZON NEW YORK
007913171 YERIZON PEMMNSYLW,
007941081 YERIZON VIRGIMIA INC]
008919484 YERIZON WASHINGTOR DC INC

ING

Contact Hame  Contact Phone  DUNS

Address 1
ONE VERIZON PLACE

07009223 777 PARKWAY AVENUE

1710 H ST Ny - B8TH FLOOR
201 M FRANKLIN STREET

52 EAST SWEDESFORD ROAD
11 WARDS LAND STE1 G

1710 H STREET MW 3RD FLOOR

2580 GENERAL ARMISTEAD AVENUE
- 007941081 3011 HUNGARY SPRING ROAD

Address 2 Addre

ONE TAMPA CITY CENTER

1of 1 (2 results found)

1. Type in the
vendor’s name.

2. Click
“Display”.

4|

& desire.

3. When the vendor names
appear, choose the one you

|
1S [ intemet i

distat| G @ 2 O U W ETTE T O T T EE A

& Thomss Northvup - Inbox ~..| (9 [11]01:23 -C0 Player|[&7 PRISM - Vendor - Se... 9] Ciealing a Full Fequistion

@2 D aPM
| #8) Creating a Ful Recisiion...| Ry

12



Fie Edt Wiew Favoitss Tooks Help
(D Back ~ ) v [x] (2] 3| ) Seach ¢ Favoites @ Meda & | - L 5 - [ &~
Address |g1 hitps:/Apremapp? publicdebt treas. gov/prismelone requisition/requendarreqvendor_f asp =l Ga |Links »

n

Requisition Mumber: BPD-ND00-03-0006 Status: In Progress
“ersion: BASE

Mumber of tems: 1
Stage: Requisition Total Amount: $10.00
Met “iew: Off Cammitrment: $10.00

Requisition

Main

ltems

endo
Select Code

Supporting Docs [ )] 006919484 VERIZON WASHINGTONDC INC

Form Infa

Route History

——— 1. The click “Add Temporary”.

Vaiidations 2. To add a vendor from new,

Matifications

—— vendor info
Mavigator aDDCaI'S.

Return to Home

|&] Done 18 @ ntemet 4
Er@onCUMERRISH Y Da@H B 2] B e
@ Thomas Northup - Inbex .| 57 [11101:50-CO Player_ |[&7 PRISM - Requistion - ] Crealing a Full Requisttion... | ] Creating a Full Requisiton...| Friday

26.

L R AlE T =R -5 x

Requigition Mumber. BPD-11000-03-0006 Status: In Progress  Murnber of lterns: 1

& Wersion: BASE Stage: Requisition Total Amount: $10.00
Met View: Off Commitment: $10.00
Click Submit
to save =
your data "
Marme: | —

Contact Name

ese : All of the information is
| blank. Fill it in as is
ciy. | done in print screen 27.
State: l—

Tip
Country

Phane: l—
we
DUNE Number. |
CAGE Number |
e
Notes: ﬂ

Submit | Cancel

13



27.

14

1. Complete whatever fields you

know and that you think would be
useful to the Buyer. Generally, this is
the Company’s name, a contact name,
address and phone. If you know of a

[e-8-0E 6L &
% EZ REQ Information
; otal Amount: §10.00
Commitment: $10.00
Click Submit
to save
your data

Name: [Tom's Company

GSA Schedule# or Government-wide

Contact Name: ITU”"

Contract# and the contact’s e-mail
address, it is helpful if you include

Address: [123 Main Street

this in the Notes section at the

bottom. Don’t be concerned with

City: |Pavker5hurg

State: [V

T —
Country,

Phone: |(304) 855-0000

TIN,

DUNE Number:
CAGE Number.
TPIN:

such fields as TIN, DUNS, GAGE or
TPIN.

2. After filling out as much
of the information that you
can provide, click “Submit”.

Notes: [54 Schedule Mumber: G5F-123 =
E-mail: tom@@tomscompany.com
S*rt Cancel

OEEEEE - x
. Requigition Mumber. BPD-11000-03-0006 Status: In Progress  Murnber of lterns: 1
Requisition o
Wersion: BASE Stage: Requisition Total Amount: $10.00
Main Met Wiew: Off Commitment: $10.00
ltems y 5
Seloct Code | tamm =

Supporting Docs
TOOOOO1658 Tarn's Compan

Motifications
Ownership
Mavigator

Return to Hame

00B918484  VERIZON WASHINGTON DC INC

y [304)555-0000

1. The vendor is
assigned a temporary
ID.

2. Click “Supporting Docs” if you need to
add an attachment. THIS IS NOT
REQUIRED, USE IT AS NECESSARY.




29. Supporting Documents (Attachments)

Q-o-HE L tealirs B0 & -

Status: In Progress  Mumber of ltems: 1
Wersion: BASE Stage: Requisition Total Amount: §10.00
Met View: Of Commitment: $10.00

Requisition

Main

ltems

Wendars

Supporting Docs

Form Info

Walidations .

Route History Clle
Status History “Add”

Motifications

Cwnership

Mavigator

Return to Home

@ Attachment

Supporting Document

PR Submit [ Cancel

1. Leave
“Attachment”
selected.

2. Click
“Submit”.

15



16

-
"l g X

b 5 Subject; [ustification]

Click Submit Attachment Mumber.

to save Attachment Sequence:
vour data

Approver, I

1. The only required
e b | field is “Subject”. So
S fill in a subject name.

Required? 7
File Name

=

|yl

Description (up to 32,000 characters)

2. NEVER CHECK THIS

“ | BOX, JUST LIKE WILLY
. | WONKA’S RED ELEVATOR
oot | cans BUTTON.

History: \

= | 3. Click the look-
up button next to
“File Name”.

[/
"l -8 X

Check In
Select file to upload I‘ Browse

Canckl

Click “Browse” to find the
file on your network drive

or your computer’s hard or
disk drive.

Main Content



osoft Intemnet Explorer provided by The Department of Treasury i [] |

|

Look in: [ {2} Desktop B ==
2 P
My Documents 50 Shotteut to 14F - Mesico LAS Bo | Links
' Tom's Computer Sharteut to Points of Contact
) My Network Places {57 Shortet to Training Handouts
ellch Boanaios 1|
it E sl & 1040
¥ User's Guides Ewiebphone —
Acauire W Browse...
|2 Cortracts
EPS
LoGs mit | _cancel
Fiism
|9 Saftware
|5 TADS

1) Aplis-Prcblem Headings. doc

7 Procurement

File name:
Files of type: [41 Files (5] =l ancel ]
Select the file and then
choose “Open”, or you may
double click the file name.
|&] Done 18 @ ntemet 4

Fou G SO U DEHENED S EHE DR
@ Thomas Northup - Inbex .| 57 [12100:17 -CO Player |[&7PRISM - Add File - M__ Crealing a Full Requisiion. .

al L
Creating a Ful Reuisition... Friday

34.

2} PRISM - Add File - Microsaft Internet Explorer pravided by The Department of Treasury

Fie Edt Wiew Favoites Tooks Help
@ Back v ) - %] 2] o ) Seach - Favoites @ Meda & | (- L B+ ) A
Address |@ hitps:4/prsmapp? publicdsbt tieas. gov/prismelone./support fsupp_add_file_f.asp =] Go |L|nks ®

Yo

Select file to upload: [C\Documents and SettingstnothniDesktoplt ~ Browse

Cancel

Once the file path and
name have filled in then
choose “Submit”.

_@ Done [ 2 [ ntemet 7
@ e U MENAT SN Dagn @ [ D e
& Thomss Northvup - Inbox ~..| (7 [12)00:42 -CO Pleyer |[&7 PRISM - Add File - M., 9] Ciealing a Ful Requisition... | 8] Creating a Ful Fequisiton.. | Fiday

17



b 5 Subject; [ustification

Attachment Number, I

Attachment Sequence:

Approver, I

Click Submit
to save
your data

=

Approval Date:
Author: I

Exception: | X

Required? 7

File Name: |App\|x—F‘mblem—Headmg5 doc Detach

Choose “Submit”

Description (up to 32,000 characters)

\ E once more.
El
Submit | Cancel
History:
B
K

Requigition Mumber. BPD-11000-03-0006 Status: In Progress  Murnber of lterns: 1
Requisition

Wersion: BASE Stage: Requisition Total Amount: $10.00
Main Met View: Off Commitment: $10.00
ltems

“endors Attachments

Suppotting Dacs Select Subject Required Approved Attachment Humber Locked File Name /Exception Version

Form Info [ }] Justification N M Appliz-Problem-Headings doc BASE

“Walidations

R History

Stalys History 1. If you wish to view
i the attachment, click
the hyperlink under the
“File Name” heading.

2. Click “Validations” and
then DO NOT TOUCH
ANYTHING ELSE.

18



37. Validating

%} PRISM - Reaquisition - Validations - Microsoft Intemet Explorer provided by The Department of Treasury

Fle Edt Wisw Favoitss Tooks Help | &
(JBack ~ ) - x] 2] 2| Seach | Favoiles oF Meda & | - 5~ &~
Address |g‘| hitps:/Aprsmapp? publicdebt treas. gov prismelone/validation/vslidation_f asp =l Ga |Links »

Requisition Information

. Requisition Mumber. BPD-11000-03-0006 Status: In Progress  Mumber of ltems: 1
Requisition

“ersion: BASE Stage: Requisition Total Amount: $10.00
Main Met “iew: Off Cammitrment: $10.00
ltems
“endors

Supporting Docs

Form Info N
Please wait..
Route History
gt The system is nice enough to ask us to “Please
e wait” while it works hard to ensure that your
et e document is error free and that funds are
available. REMEMBER!!! DO NOT TOUCH
ANYTHING ELSE WHILE “PLEASE
WAIT...” IS DISPLAYED OR IT WILL STOP
THE PROCESS.
] EEETT 7
B 3 BHHOU I HESESS DL ) DaE® CEE T
& ThUmL:Nurlhlup—\nbux -] Framo- e |[E mem " isition 1] Crealing a Full Requistion... | ] Creating a Full Requisiton...| ‘ “ Friday

38.

23 PRISM - Requisition - Validations - Microsoft Internet Explorer provided by The Department of Treasury

File Edt View Favoites Tooks Help | A
@ Back v ) - %] 2] o ) Seach - Favoites @ Meda & | (- L B+ ) A

Address |g1 hitps:/prsmapp? publicdebt treas. gov/prismelonevalidation/validation_f asp =] Go |L|nks ®

Requisition Information

Requisition Murmber: BPD-11000-03-0006 Status: In Progress  Murnber of lterms: 1

Requisition ) )

Yersion: BASE Stage: Requisition Total Amount: $10.00
iR Met Wiew: Off Commitrment: $10.00
lterns N 5
Vendors No Errors Found

Supporting Docs

Form Info

Walidations

Route History

statlistory 1. Hopefully you will see this message, but if not, just
S follow the indications to correct the error.

Return to Home

2. A common error message is “Invalid Account Code

Combination”, which is followed by the account code you

used. If you see this error...PANIC.. just kidding, you

E— merely need to click the “A/C check” button, which appears

L P e in gray at the bottom of the screen. Refer to Appendix 3 if
~ | you need help with this particular error.

3. Once your document is error free, click
“Route History”.




39. Viewing a Printable Form
3 = 2
Fie Edt Wiew Favoitss Tooks Help

@bk - o - ¢ 2] o Search -« Favoites o8 Meda ) | - L 5 - [ A~

Address |g‘| hitps:/Apremapp? publicdebt treas. gow/prismelone/routehistan/route_istary_f.asp =l Ga |Links »

Murnber of ltems:

EPD-11000-03-0006 Status: In Progress

Requisition
—— BASE Stage: Requisition Total Amount: $10.00
Main Met View: Off Commitrent
ltems
Wendors To InDate O\tDate Comments Status Version Phone Site Routing Symbol

Supporting Docs
Form Infa

Yalidations

To see your form and
S print it, click “View
Qwnership FOIm”.

Mavigator

Return to Home

|&] Dane 18 @ ntemet 4

Er@ oL MERRISLH Y Da@H B 2] P e
@ Thomas Northup - Inbex .| (57 [13101:02 -CO Player_ |[&7 PRISM - Requisition ] Crealing a Full Reguisttion... | B Creating a Full Requisiton...| Friday

40.

2} PRISM - View - Form - Microsoft Internet Explorer provided by The Department of Treasury

Fle Edt Wew Favoiles Tools Help
@ Back v ) - %] 2] o ) Seach - Favoites @ Meda & | (- L B+ ) A

Adhess [{E] hitps: fprsmapp! . publicdebt treas. gov/prismelone fomespor/distst distist_f asp ?urltogo=formespor Aom_reqgen.asp =] Go | Links »

View Form Cancel

Copy Type:

Click “View Form” once more and
please be patient it may take a little
while to pull up the information.

[Search Resuts]
_@ Done [ 2 [ intemet 7
Hse] G @O UDEESEZ SO 2 O [ H SRR
& Thomss Northvup - Inbox ~..| (5J [13)01:21 -CO Pleyer |[&7 PRISM - View - Form... 9] Crealing a Full Requisition... | 8] Creating a Ful Frequisiton.. | Fiday

20



) https://prsmapp]_publicdebt treas gov/prismelone/formtemp/WFAC! 6.tmp/1i

21

(o

File Edit

View Favoites Tooks  Help

| o |

QBack - o) - 4] 2] -3 B

Aclhess [{£] hitps: fprsmapp publicdebt \reas. gov/prismelane: farmtemp W ACTE trap. 101906671 paf

_rﬂﬂﬂ@a\l\@&,h&; 4 » M|« s | O OE| @S| B0

V| o Beach . Favortes of Meda & |

r .-

Bk

READ INSTRUCTIONS ON NEXT PAGE Page 1 of

PROCUREMENT REQUEST NO.

BPD-11000-03-0006

Reauisition

1. NAME, PHONE NUMBER, AND ROUTING SYMBOL OF PERSON TO CONTAGT

REQUISITION DATE

05/23/2003

2 TYPE OF REQUEST (Ghieck one]
a [Ddnew reauesT

& [JeHance 1o
PENDING PR NO.

3. ORIGINATING OFFICE DATA

}i. ADDITIONAL INFORMATION {Suggssted supply sources, security data, atc.)

See Schedule

c.[ImoniFicaTion T0
CONTRACT OR

The form may
launch in your
current browser, or it
may launch in a
separate browser,
depending on your
Internet settings. If
it launched in your
current browser then

ORDER NO.
2
o  CONGGNEE AD CESTRATION use the browser’s
APPROVING OFFICIALS RoUTING e | WIFRUALROUING 1pyBLIC DEBT - PKB 13 D)
- © "Ee|  Smeew  |BEST WAY-WAREHOUSE Back” button to
[ Aumromzen eaUsToNER ATTENTION: JOHN HUGHES
R R v S5 149 19TH STREET return to PRISM.
PARKERSBURG WV 26101 . . .
Z Otherwise, just click
[13 2
the “X” at the top of
i2) 7. DATE(S) REQUIRED
30 days after awazd the browser to close
i) 8. GOVERNMENT FURNISHED PROPERTY .
[ R — the new window
L1 I . T ) e 8 1 | e = M
@0 .~ | =mewws | When you are done.
A GO pEEREES DR YEEE @‘?«3 TSTPH
@ Thomas Nothup - In.. | (T3 [13102.02 - CD Flayer | &1 PRISM -View -Form .. [ https:7/prsmapp1 .. BT] Crealing a Full Requis...| B Creating a Ful equis.. | Friday
28 PRISM - View - Form - Microsoft Internet Explorer provided by The Departmen of T Sl=1k]
Fle Edt Wiew Favoiles Tools Help | A
@ Back v ) - %] 2] o ) Seach - Favoites @ Meda & | (- L B+ ) A
Adhess [{E] hitps: fprsmapp! . publicdebt treas. gov/prismelone fomespor/distst distist_f asp ?urltogo=formespor Aom_reqgen.asp =] Go |Llnks »

Copy Type: |MNo Text v| viewForm | Cancel

Click “Cancel” to
return to the menu.

[&] Dore [ 2 [ ntemet

A

sl @BOUEENADS0OMH > Oeln

(@ Thomas Northrup - Inbos - | (7 [13]02:33 - CD Player | &7 PRISM - View - Form - M

@7 D 4m2PM
| 88 Crealing a Full Requision... | 8] Creating a Ful Fiequisiion... | Rt




43. Routing
a

File Edit ‘iew Favoites

Tools  Help

Qb=k -0 - [ B

CSeach - Fawoites W% Meda @ | - [ A

Address |e_1 hitps:/Apremapp? publicdebt treas. gow/prismelone/routehistan/route_istary_f.asp =l Ga |Links »

Requisition

Main

ltems

“endors
Supporting Docs
Form Infa
Yalidations
Status Histary
Matifications
Qwnership
Mavigator

Return to Home

uisition Mumber. BPD-11000-03-0006 Status: In Progress  Mumber of ltems: 1
Wersion: BASE Stage: Requisition Total Amount: $10.00
Met View: Off Commitrent: §10.00

To I\Date OutDate Comments Status Version Phone Site Routing Symbol

Now choose “Route” to route the
document to reviewers and
approvers.

|&] Dane 18 @ ntemet 4
distat| G @GO U D EEREDSEDE DEEE @‘?«Q 452 PM
@ Thomas Northup - Inbex .| 57 [13103.05 -CO Player  |[#7 PRISM - Requisition ] Crealing a Full Reguisition... | ] Creating a Full Requisiion...| Friday
3 PRISM - Create Route Li asoft Internet Explor =l
Fle Edt Wiew Favoiles Tools Help | A
@ Back v ) - %] 2] o ) Seach - Favoites @ Meda & | (- L B+ ) A
Address |@j hitps:/prsmapp? publicdabt treas. gov/prismelone.route-route._chonse:_{.asp =] Go |L|nks ®

Yo

@ Mew List

Submit [ Cancel

1. Leave New
List selected.

2. Choose
“Submit”.

[&] Dore

I

(@ Thomas Narthrup

1S [ intemet i
IDWENERIOE? DEE N

@2 D 4maPM
-Inbox-..| F 11310333 -C0 Player | 7 PRISM - Create Riouts Lis.. | 18] Crealing a Full Requistion... | 8] Creating a Ful Fiequisiion... | Fiiday

22



Fin Fdi Ve Fesorten  Took  Halp o
L T B s T N~ e (B e = R T
beickenh {] b e ublrdsbl e g/ s atnios | an am e

s i b BPCC1000-0-000E i, (i Progess

Hhamibed of e
Wyrmmr HASE Shage: Hequetion Teis Bmoont $I000
il Wi Of Commineirt $10.00

Ta Ghs  Adbes Type o bais Dk Bois

Care il I

1. Choose “Add Approver” or “Add
Reviewer” as necessary. For thisexample, a
reviewer will be added. REMEMBER TO
ADD JUST ONE PERSON TO THE
ROUTE AT A TIME.

e
B 8@ U B

ETI‘-M'Ihp-H—-h

2. ALSO, REMEMBER YOU CAN ADD ASMANY
REVIEWERS ASNECESSARY, BUT NEVER USE
MORE THAN ONE APPROVER. ONLY THE LAST
PERSON TO SEE A PR ISTHE APPROVER.

Fi Bl Vew Famin Took Heln
Cimack® ¢ (0] (3] 0 dewch o Pavrks of Vo 60| s L [ e | e

st [R] o el publedebt baw g frorcinaratsioue_u F anfpesAEY = L

Opiane Lt D Wex Pazul

Samch (Ve ] For '__F G
W=

i |1I:I:I 'il’-!l:ul: par Plaga

ey W

ACCHTHE:  BPO ATWINEETRATIVE
ACHEN  ALRK

APVANE L

SHELDMEY SH

AEERME  AmY

SIANTES

S0 CARTH A

shEEGIER  AnMF

SRANHHED SRGELIS

HEt]  Page 1 ofid

[ElTere

Whdale bl Last ans L

ACCOIRNKG BPD
W CHER Brp
o [ ] BFD
] Evans BFD
HELDHEH  BFD
(L] KERME BPO
FARTYET Bro

MCCARTHY BFD
MEGTER K]
JOHEGON arD

Change the “ Search” box
to “Last Name'.

P a0 PBENAT OO paEs o[ s

A Thormsthttesy. boa . | 79 B304 5 OO Papn ||um.mu.."1 | Crvasirg o Full Focunion, | ] Crssing a Fll Faguson | | Frilm;

23



Fle Edt Wisw Favoitss Tooks Help
@bk - o - ¢ 2] o Search -« Favoites o8 Meda ) | - L 5 - [ A~
Adlhess [{€] hutps: fprsmapp. publicdebt ireas. gov/prismelane taute/raulte_add_t asp Pype=FEY = B ca |Links =

Search: |Last Name | For |northrup Cancel
Options: | All Sites = Ma;{fsu\la 100 x| Results per Page: |10 = \

User ID FirstHame Middle lifitial Last Hame Site
THORTHRU THOMAS MORTHRUP EPD PROCUREMENT
ane 1 of 1

1. Enter in the fbi(sjhl(;k,,
name of the play-

person.

3. Select the user
ID of the person.

|&] Dane 18 @ ntemet 4
distat| G @GO U D EEREDSEDE DEEE @‘?«Q 456 PM
@ Thomas Northiup - Inbex .| (7 [13105:31 -CO Player |[ &7 PRISM - Add User T_ Crealing a Ful Fequision.. | B Creating a Full Requisiian... | Friday

48.

2 PRISM - Route - Microsoft Internet Explarer provided by The Department of Treasury

Fie Edt Wiew Favoites Tooks Help
@ Back v ) - %] 2] o ) Seach - Favoites @ Meda & | (- L B+ ) A
Address |g1 hitps:/prsmapp] publicdabt treas. gov/prismelone.routeroute:_{ asp?button=delets =] Go |L|nks ®

Requisition Information
Requisition Murmber: BPD-11000-03-0006 Status: In Progress  Murnber of lterms: 1
Yersion: BASE Stage: Requisition Total Amount: $10.00
Met Wiew: Off Commitrment: $10.00

Sequence Select To Site. Action Type InDate Out Date
1 )] THOMAS NORTHRUP BPD PROCUREMENT Ready to send Review

Send | Save | Cancel

\

Choose “Send” and
then DO NOT TOUCH
ANYTHING.

_@ Done [ 2 [ intemet 7
Hse] G @O UDEESEZ SO 2 O [ H @[ 2 s
& Thomss Northvup - Inbox ~..| (9 [13)07:02 -CO Pleyer |[&7 PRISM - Route - Mic... B9 Crealing a Full Requisition... | B Creating a Ful equisiton.. | Fiiday

24



49.

%} PRISM - Reaquisition - Validations - Microsoft Intemet Explorer provided by The Department of Treasury

File Edt Vew Favoites Tools Help | o
(D Back ~ ) v [x] (2] 3| ) Seach ¢ Favoites @ Meda & | - L 5 - [ &~
Address |g‘| hitps:/Aprsmapp? publicdebt treas. gov prismelone/validation/vslidation_f asp =l Ga |Links »

% Requisition Information

Requisition Mumber. BPD-11000-03-0006 Status: In Progress  Number of ltems:

Requisition

—— “ersion: BASE Stage: Requisition Total Amount: $10.00
Main Met “iew: Off Cammitrment: $10.00
ltems
“endors

Supporting Docs
Form Infa

Walidations

Route History

Please wait..

Status Histary

Matifications

Ounershp The document is validating one more
s time, REMEMBER TO NOT
TOUCH ANYTHING OR YOUR PR

WILL NOT BE ROUTED.

& L8 | ntemet Z
En@ oL MERRISH Y Da@H B 2] B e
@ Thomas Northup - Inbex .| 57 [13100:10-CO Player  |[#7 PRISM - Requisition ] Crealing a Full Reguisition... | ] Creating a Full Requisiton...| Friday

50.

2 PRISM - Route - Comments - Microsoft Intemet Explorer provided by The Department of Treasury

File Edt View Favoites Tooks Help | A
@ Back v ) - %] 2] o ) Seach - Favoites @ Meda & | (- L B+ ) A

Address |g1 hitps:/prsmapp? publicdebt treas. gow/prismeloneoute route._comment_f.asp =] Go |L|nks ®

% Requisition Information

Requisition Murmber: BPD-11000-03-0006 Status: In Progress  Murnber of lterms: 1

Yersion: BASE Stage: Requisition Total Amount: $10.00
Click Met Wiew: Off Commitrment: $10.00
Add
Comments C
to include
comments. Optional comments (up to 2000 characters): [Epter Camments Here | =
E

Add Comments I Skip Comments |

1. When you receive
the option to add

comments you will -
know everything went 2. Choose “Add
alright. Therefore, add Comments” if you typed

comments as necessary. some in the field, or
| choose “Skip
D Comments” if you did
B enoUNEENERSON N DaE N not.

& Thomss Northvup - Inbox ~..| (5} [13]07:37 -C0 Pleyer|[& PRISM - Route - Co... | 9] Ciealing a Full i

25



File Edit View Favoites Tooks Help

5} PRISM - Reaquisition - Route History - Microsoft Internet Explorer provided by The Department of Treasury

26

1. Under the “Route History”
section of the Requisition, if it says
“Sent” by the person’s name then it

(JBack ~ ) - ] 2] 3| Seach . Favoites & Meda & |

=L | is in their in-box. If it says, “Ready

Adlhess [{€] hitps: fprsmapp . publicdebt ireas. gov/prismelanestautehistary route_history_f asp |

hi©

Requisition

Main

ltems

“endors In Date
Supporting Docs
Form Infa
Yalidations
Status Histary
Matifications
Qwnership
Mavigator

Return to Home

Enter Camments Here

to Send” it did not go through
properly. If this occurs, try deleting
their name, and sending it to them
again.

Out Date

Comments fitus Version Phone Site Routing Symbc

N Sent  BASE BPD PROCUREMENT
05/23/03 04:57 PM ) Originatar BASE BPD

gl

1. Click “Y” under “Comments” to
view what was typed at the bottom
of the screen.

2. If you ever need to change the
= route then enter the PR and come

|&] Dane

to “Route History” and choose

BB a9 U BEENESSLEH Y DaE s
|@PH|5M-" CleallngaFullHeuu\s\tlun..lCre

(&' Thomas Northiup - Inbos - | (7P (210413 - CD Player

52.

“Change Route”.

/3 PRISM - Route - Microsoft Internet Explarer provided by The Department of Treasury
File Edt View Favoites Tooks Help | A
@Back v ) - %] 7] o - Seach ' Favoites @ Meda & | - L 3 - A
Address |g1 hitps:/prsmapp? publicdabt treas. gov/prismelone routeroute:_.asp =] Go |L|nks ®
urnber: BRD-11000-03-0006 Status: [In Progress  Murnber of lterms: 1
ersion: BASE Stage:| Requisition Total Amount: $10.00
et “iew| Off Commitrment: $10.00
Sequence [Select To site Action Type InDate Out Date
1 )] THOMAS NORTHRUP BPD PHOCUREMENT Sent  Review 05/23/03 04:57 PM
Hote from 438 FRISM:
Ester Comuents Here
Routing Lift Comments:
Sawve | Cancel
Then you may delete
a user or add a new
one as you choose.
[&] Dore [ 2 [ ntemet 7

Hse] G @O UDEESEZ SO 2 O [ H @[3 2 =0
& Thomss Northvup - Inbo .| < [1] 0054 - CD Player |[&1PRISM - Route - Mic.... | B1] Ciealing a Full Requistion.. | ) Creating a Ful Fegision...| Fiiday




Appendix 1 (Editing Shipping Information)

If the shipping address needs to be altered in anyway to increase the accuracy of the
delivery process than follow the steps below:

53. Editing the Shipping Address

2} PRISM - Defaults - Microsoft Intemet Explorer provided by The Department of Treasuiy

Fie Edt Visw Favoites Took  Hep | &
(PBack - o - ¥ 2] 0| ) Seach o Favoites € Meda & | e L B - | A

Adress [€] hitps: /prsmapp! publicdebit.reas. gov/prismolone requisiion/ defauls/ defauls_f.asp = E6e ‘Lmks ®

C spend Line ltems m | De Renumber ﬂ
2] formation

Requisition Mumber: BPD-11000-03-0006 Stage: Regquisition Murnber of terns: 1

Requisition
Wersion: |BASE-In Progress '] Met View: OFf Tatal Amount: $10.00

Main Commitment:_$10.00 =l

General

Diefaults for Mew ltems
Additional Inf

tonstints User Product Code:
Project

Text Ship To: [PUBLIC DEET - PKE Edit
Mark Far — Ied

Qualifier: d
. (19 149
Delivery Date % or Days After Award: |30 2 . Clle Edlt

Period of Performance I G 1o I &
Select Accounting Gode: | Alias AC Combo and NOT the IOOk_

Status History Treasy

Nofeations 4 1. Note we are under up button.

Wendors

Supporting D\cs

Farm Info

Validations

Route History

Crwinershi .
NawgalnrFI “MalniDefaUItS”.

| mamEDIATE OFFICE
Return to Horne ———
Object Class [26TT J GENERAT SUFPFLIES
Reparting Category IDDDUDDUD J
| CAT R ARER [ro | nepammT | R
4 »
€] Done [ [ @ Iniener. (an Carten]
eGS0 EESNARS N DaEn @2 emm
@ Thomas Northiup - Inbox .. | (9 [4100:24 -CD Player  |[ &7 PRISM - Defaults - M_ | B Creating a Full Fiequisiton...| B Crealing a Ful Reuisiton.. & Fidy

THE SCREEN ABOVE IS THE DEFAULT MENU OF THE MAIN PAGE.
HOWEVER, YOU CAN CHANGE THE SHIPPING INFORMATION FOR A
SINGLE ITEM BY GOING WITHIN THAT ITEM UNDER THE “SHIP TO”
TAB, WHICH WILL NOT BE DEPICTED HERE.



File Edit ‘iew Favoites

Tools  Help

Qb= -0 - B 4

Seaich - Favoites @%) Media 4 |

LR =0 A~

Adehess [{E] hitps: /prsmapn. publicdebt tisas. gow/prismelone/docadd/docadd_f.asp

BN

3

Click Submit
to save
your data

Name

Address

City:
State
Tip
Country
Phone:
Fax

Ermail

Requisition Mumber: BPD-11000-03-0006

Wersion: BASE

Status: In Progress
Stage: Requisition
Met View: Off

Code; |PUBLIC DEBT - PKE Select..

|F‘UBUC DEET - PKB

IEEST WAY-WAREHOUSE

IAT[ENTION JOHN HUGHES

|149 19TH STREET

[PARKERZEURG

T
e
o

e
—

Mumber of tems: 1
Total Amount: $10.00
Commitment: $10.00

The entire address
defaults in, as it has been
setup in PRISM/Oracle.

4

Submit | Cancel

| o

|&] Dane

S | ntemet v

disad] (538 2O ) W ENEDR S0 D el R

(@ Thomas Northrup - Inbos - | (77 [4]03:00 - CD Player

55.

File Edit ‘iew Favoites  Tools

Help

|[&1PRISM - Ship To Ad... Cresaling a Full Requisiion

®|7| & erem
@
| 88 Creating a Ful Reguisiion...| D Fidsy

5} PRISM - Ship To Address - Miciosoft Intemet Explorer provided by The Department of Treasury

|

Qoek -0 - 1 &) )|

. Search ' Favoites o4 Media 1 |

rEw

Adhess [{€] hutps: fprsmapp . publicdebt e

gav/prismelore/docaddi/docadd_f.asp

=l B | >

your data
Code:

Name

Address

City:
State
Tip
Country
Phone:
Fax

Ermail

Requisition Mumber. BPD-11000-03-0006 Status: In Progress  Mumber of ltems: 1
; “ersion: BASE Stage: Requisition Total Amount: $10.00
Met “iew: Off Cammitrment: $10.00
Click Submit
to save

PUELIC DEET - PKB Select..

|F‘UBUC DEET - PKB

IEEST WAY-WAREHOUSE

1. You may change any of the

IAT[N Jennifer Aniston & Brad Pitt

4

|123 Main Street

«

information, with the exception of the

[PaRKERSBURG

“Code” field. The street address and

o

the contacts have been changed here.

26101

s

304-480-5322

I

2. Choose
“Submit”.

<l

Submit | Cancel

| o

|&] Dane

L8 | ntemet v

Hsad B BHO DB

(&' Thomas Northiup - Inbos - | (7P [5]01:54 - CD Player

@B DeHE

|[&7PRiSM - Ship ToAd.. Crealing a Full Requisition...

=
[2) ‘ S Y
Creating a Ful Reuisition... D Fidy
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56.

5} PRISM - Defaults - Microsoft Internet Explorer provided by The Department of Treasury
Fie Edt Wiew Favoitss Tooks Help

a)=]|
| &

(D Back ~ ) v [x] (2] 3| ) Seach ¢ Favoites @ Meda & | - L 5 - [ &~

Adhess [{€] hutps: fprsmapp]. publicdebt \reas. gov/prismelaneequisiion/ defaults/default_Lasp

=l B | >

o n
umber: BPD-11000-03-0008

Project

Text Ship To: JPUBLIC DEET- PKB Edt] .|
Mark For ] .|

Summary
D Qualifier: ha

. Requisition M Stage: Requisition Murnber of ltems: 1
Requisition
ersion: |BASE-In Progress = Met View: Off Total Amount: $10.00
Main Carnrmitrent: $10.00 =l
===
General Defaults for Mew liems
Addit | Inft
menalinie User Product Code

29

“Wendors
Delivery Date & ar Days After Award: [30
.

Supporting Docs
Period of Performance: | @ 1o [ G

Forrm Info

Yalidations
Select Accounting Code: _Allas. AIC Combo.

Route History
Status History Treasury Symbal |BF‘DUSEU5EUEXX

The code looks the same as
before, but the changes made
have been stored and will print
properly on the form.

Maotifications Fiscal Year [2003
Ownership USSGL |EWUEIEH
Loy Cost Code [BPD1100000

Return to Home
Object Class |25H

Reporting Category [00000000

AT R aPeR bt

<l

| BFY 2003 |
J QFERATING EXFENRES

J IMMEDIATE OFFICE

J (GENERAL SUFFLIES

| DERATITT =
| »

|&] Dane

L8 | ntemet v

dsal (3 @GO L D EENEDSHE D e
@ Thomas Northup -Inbax .| (7 10235 -CO Plager |[&7 PRISM - Defaults - M___

| Creating a Full Reguisiton...

=
@[z D EEPM
Creating a Ful Reuisition... D Fidy
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Appendix 2 (Dollar Based PR’s)

57. Dollar based awards are useful when you do not know what the incremental payments
w1ll be such as is the case with some monthly services.

File Edt View Favoites Teols Help ‘ o
(PBack - ) - x] 2] | ) Seach - Favoites ﬂ'Madla & \ = r
Address [€] hitps: //prsmapp! publicdebreas. govprisms a . i isp 1 Create the new line 1tem that H
st | Ade [h—-\wlv .
M will be dollar based.
Requisition Requisition Mumber: BPD-11000-03-0006 Itern Murrks
(T - Conc
Additional Info tern Murmber ,2—
fhii‘ W Description: I :I
Summary Qualifier .. Dol
Return Unit of Issue:
Quantity:
Unit Price:
Amount | - 2. Use the drop-down box to
User Product Code:
Calculate By Percent: ¥ SeIGCt “By DOllarS”'
(€] Done [ B [ nteme: 4
At @O IMESESSERE Delp®

@) Thomas Northup Inbox ~..| () [8101:55 €D Plaver  |[Z] PRISM - Item - Gene. | 8] Creating a Full Reuisiion...| B Creating o Full Feauisiton.. |

@3 <D B
Friday

38.

2} PRISM - Item - General - Micrasoft Intemet Explorer provided by The Department of Treasury

o ] 3
Fle Edt View Favoites Took Help | A
@Back v ) - %] 7] o - Seach ' Favoites @ Meda & | - L 3 - A
Address [] Htps:/premapp 1 publicdebi ess gov/primclonedrecistion/tems/general/temgenfs6p

BN

EIEIEDE

Itemn Information
Requisition Murmber: BFD-11000-03-0006 Itern Numnber 0002 of 2
Requisition
[tern General
Additional Info ttern Number: |2
NG Description: [Siuf
Texd

< |
. o 1. The only
Return Qualifier. |By Dollars =

required fields
Unit of Issue l— J

Quantity: now are
Unit Price “Description”
Froun|
prourt 2 < and “Amount”.
User Product Code: | J

Calculate By Percent: I

2. After you have input the
description and the amount,
click “Ship To”.

@ Done

B ecoCImMENERG N~ DaEK SR
& Thomss Northvup - Inbo .| < [71 0303 - £D Player |[€1PRISM - item - Gene.... | B1] Ciealing a Full Requistion.. | ) Creating a Ful Fegisiion.. | Fiiday

1S [ intemet i




/3 PRISM - Ship To/Accounting - Micrasaft Internet Explorer provided by The De N [=1d]
Fle Edt View Favoites Tooks  Help | A
@ Back v ) - %] 2] o ) Seach - Favoites @ Meda & | (- L B+ ) A

Address |@j hitps:/prsmapp? publicdebt treas. gov prismeloneshipto/shipto,_f.asp =] Go |L|nks ®

Requisition

General

Itern Number 0002 of 2

Additional Info

Ship To
Text Sh ounting

Summary

Return

Select\ Ship To Mark For Quantity Amount Deliver By

Click “Add” to add the
shipping information.

(5]

1S [ intemet i

sl @BOUEENADS0OMH > Oeln

(@ Thomas Northrup - Inbos - | (77 [7103:49 - CD Player

@2 D EaPM
| &1PRISM - Ship Tastocoun...| B] Crealing a Full Requistion.. | ) Creating a Ful Fegisiion...| Fiday

60.

5} PRISM - Item - Ship To - Detail - Micrasoft Internet Explorer provided by The Department of Treasury
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File Edt Vew Favoites Tools Help | o
(D Back ~ ) v [x] (2] 3| ) Seach ¢ Favoites @ Meda & | - L 5 - [ &~
Address |g1 Fitps:/Aprsmapp? publicdett eas. gov/prismelone/shipto/detail/item_shipto_detai_f.asp =l Ga |Links »
% Reguisition Infarmation
Requisition Mumber. BPD-11000-03-0006 Description: Stuff
; “ersion: BASE
Amount: $10.00
Click Submit
to save
your data
Ship To: [PUBLIC DEBT - PKE JEdit] ] wark For JEait] |
Amount: [10.00
Delivery Date® & OR Days Afer Award: [30
Accounting dd
Submit Cancel
1. Note how the amount pulls through
automatically. The quantity field has disappeared
since this PR is dollar based.
|&] Dane \

dsdppmorsmEsE=e o | 2. Click “Add” to insert the accounting and then

(&' Thomas Northiup - Inbos - | (TP [7104:14 - CD Player

|[&7PA

proceed the way you would on quantity based
line items. Refer back to print screen 16 at this
point if you need guidance from this point.
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Appendix 3 (Invalid Accounting Code
Combination Error)

61. A/C Check

E7 REC Information 3
Feguisition Mumber: AR-38000-2002-0002  Status: InProgress  Mumber of ltems: 12
YWersion: BASE Stage: Requisition Total Amount. $,

g e o[

Error Messages

Location Message

ltem: 0001 Invalid Account Code Combination - CSE38505E02X - 2002-610001-C5EI
A 4

. 1. If you ever get an error like this you need to
dynamically insert this new Accounting Code, |
which sounds hard, but is really very simple.

Lacehet | [ ik on “A/C Check

Total Errors:

62. Dynamic Insert

Dynamic Insert
Account Code Status Message

MEYY Request Fosted

_/

I. You may
have to scroll Fefresh Cone
to the right of '

your screen to
see this text.

2.Click on “Refresh” until you
see the next screen appear.
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63. Successful Dynamic Insert

Dvnamic Insert
Account Code  Status Messaqge

SUCCESS Mo error message from OC]

1. Note how the “Status” has 2. Click “Done” to
changed from “NEW” to complete the dynamic
“SUCCESS”. Sometimes, it insertion.

may say “Valid” instead,

Refresh | Dane |

which is fine.

If you receive a message that says “Failure” it will be followed by a reason for the
failure. Make the necessary changes to your accounting data, or call 304-480-7272
and ask to speak to someone from SSB (Oracle) if you do not understand the
message, or believe the message is incorrect.

64. No Errors
I v EZ REQ Information
Fequisition Mumber AR-28000-2002-0002 ¢
EZ REQ
................................ vers'c‘n B.IE".SE -
hain e
ltems Yalidations
Ne Errors Found
Yendors

Supporting Docs
Form Info

Validations |
Foute History

You should receive “No
Errors Found” at this point
Motifications and you can now view the
document and print it as you
normally would.

Status History

Chnership

IMawi gator

Feturn to Home



